
and History, Records Management Division, 

Department of Vetelians Service- 
246 Sycamorq  street 
Decatur, GA ~ 30030 

Working Title 

.~ 

File isarranged: In individual folders ,  alphabetically by name. .,-. .. ~. -. -~ 
How often are remrds referred to which are: 

0 ; T h i n e e n  t o  went-,'-four months old 1 
8. Monthly Referenee Rare 

One to six months old 
benw-fiwe months and older 0 . 2 

Letferrize drawers 4- A~; Legakize drawqrs 

. Seven t o  fwelve months old 1 
. - -  

0 
-, :> , , 

. I :Other(&ify)- 
~~ . -  

9. Annual Rate of A m m u l a  'on of Remrdr . 0 '~ . ;Shelves 
_ .  

10-1 
, 

Harry B. Brown, J r .  RMO I = =  .- 
3. Action Requested 

to accumulate. 
accumulation anticipated. 
Checkone: 0 C h a G ;  Supercede: .O Void 

4. Dates of Series 5. Remrds Ser ies Title lfollcwed by rifle used in office; if different) 
Latest 

1971 1 t o  date Veterans Certf icate  of License Tax Exemption File 
6. Division and Office Function W h a t  i s  the function of the Division and the Office in which this record series i s  created? 

The Claims Division administers services re la ted t o  veterans of Georgia, t h e i r  dependents 
and survivors i n  a l l  matters pertaining t o  veterans a f f a i r s  by informing the veterans 
population and their families about a l l  veterans benefi ts ,  and by d i rec t ly  ass i s t ing  and 
advising veterans and the i r  families i n  securing the benefits  t o  which they a re  en t i t l ed .  



nta ined in th is  series ever analyzed andlor  recorded in a summarized report? 

1. Ratent ion Requirements T h e  fo l low ing  requires t h e  series to be kept: 
.. 

years. 
years. 
years. 

1 
a. 3 e t e  L a w  years. d. Audit per iod  
b. 9,atute of IimiTation years. e. Administrat ive need 
c. Federal l a w  

A t t a c h  mpy or e x e r t  of laws or regulations. Expla in  administrative need. 

~~~ ~~~ 

f. Federal re tent ion instruct ions 
~ ~- wars.  

~ ~~ ~ ~~~~~~ ~ . . ~ ~~~ 

Office reference need i s  12 months. 

2 Approved Disposit ion Instruct ions T h i s  agency recommends tha t  the f i le series be cut  off at  the end of each: - . 
Calendar Year: 0 Fiscal Year: 0 Other  then. 

ph Hold in the  current f i les area 12 m o n t h k )  yeark) ;  then 
0 Transfer to local holding area; hold 
0 Transfer to Srate R e m r d s  Center: hold 

0 T r a d e r  to State Archives for permanent retention. 
0 Other (Specify) 

year(s): then 
yearb): then 

Destroy. 

These insvuct ions apply  to al l  prior a n d  f u t u r e  accumulations of the  series. 



OFFICE OF THE SECRETARY OF STAT1 
H,STC 

APPLICATION FOR RECORDS RETENTION &&DULE 
RECORDS MANAGEMENT DIVISION - - . - -- -_-_______ __ - - 7 - -  - 

INSTRUCTIONS See Publication No. 76-OM-! for instructions on completing this form. Forward signed original to 

1 Hunter S t . ,  SW 
Atlanta, Georgia 30334 ~ 

I 

- RMO 656-2332 ~ 

___.____ 
~ .- _. 

~. .. 
~. - Harry B. Brown, Jr. -~ 

. .. . . ~. .~ 3. Action Requested 
a. Estabiisn Retention Schedule; record will continue to accumulate. I b. 0 Disrtose of wesent accumulation: no further accumulation anticiDated. 

. .  .. . .  
~ 

Check One: 0 Change; 0 Supercede: ' 0  Void . 
. ~ .~ ~ - . ,  

1 , c 0 AmendApolication No. 
~ ~ 4. Datesof Series ' 5. Remrdr Series Title lfollowedby title usedin office; ifdifferent] - ~. 

: Earliest Latest 
Veterans Cer t i f ica te  of License Tax , Exemption c1< . . ~ . ,_ ~,., 1971 I to  date 

6. Division and Offia Funaion 
~' What i s  the function of the Division and the Office in which this record series i s  created? 

The Claims Division administers services re la ted t o  veterans of Georgia, t h e i r  
dependents and survivors i n  a l l  matters pertaining t o  veterans a f f a i r s  by informing 
the veterans population and t h e i r  familios'about a l l  veterans benefi ts ,  and by d i rec t ly  
ass i s t ing  and advising veterans and their fami l i e s , i n  securing the benefi ts  t o  which 
they are  en t i t l ed .  

: 

. .  ~ ~~ .~ . \ .  i .~ . . .  - 
. ~: 

.~ . . r  . . .  . .  ~ . .  - .~ .- 
. .  . .  . > . . , ,  i. 

.. . .~ 
i .  

. .  _ .  .. ~ . ~~ - _ I  
. . ~  . 

~. . .. 
li ~ 

7. Record Series Desaiption T h i s  file contains the following documents linclude form numbers and titles, if any]: 
Attach samples of the file. 

Documents to: The application by veterans for  Free Business License Cer t i f ica te  of 
Exemption. 

lnduded are: The application f o r  Teterans Cer t i f ica te  of. License Tax Exemption (Form VSO TE-I 
and the f i l e  copy of the Veterans Cer t i f ica te  of Exemption (Form VSO TE-C). Tha 
or ig ina l  is pres.ented by the veteran t o  the Ordinary of the county of residence 
f o r  a Cer t i f ica te  of E l ig ib i l i t y .  

. ~, . . .... . ..- . 

~~~ 

I 8. Monthly Referena, Rate How often are records referred to which are: 
~~ - 

One to six mnths old 1'; Seven to ke lve  months old ~ 1 ; Thirteen to twenw-four months old 0 
. ~~ ~~. :L . 

~~ 

. .  twentv-five-months and older n . ? ' - - .  . . I 
Lener-sizrdrawers A: Lei-.,ize.dr&ers 0 

~. . . .  
i .  ~ f - A c c u m u l a t i o n  of Re&& 

0 ; s e l v e s  :Other /specify] 0 



YES 

X 

~. i 11. Retention Requirements The following requires the series to be kept: ~ ~ .~ . . !  

a. StateLaw years. d. Audit period years. i’ 

c. Federal law years. f. Federal retention instructions yean. . . 

- .  . .  

years. ~. 
b. Statute of limitation years. ~ e. Administrative need 1 

-. . +. . 
1 3  

I- 7. . %+ NO 10. Qmtionnaire (Place an “x“ In the proper’dum6) 

a. I s  th is  the official mpy of the series? 

b. Does the series contain confidential information requiring recurin, handling? If  yes. cite law 01 regulation. 

. 
If npt. where i s  i t 7  

.. 

Attach mpy or excert of laws or regulations. Explain administrative need 

Office reference need is 12 months. 

12. Approved Disposition Instrumions This agency recommends tha t  the file series be cut off at  the end of each: ~. 
I 

~ m’ Calendar Year: 0 Fiscal Year: Other then. 

a Hold in the current files area l2 month(s) yeark); then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
r3 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other 

year(s); then 
yearb); then 

~~ - 
~~ - 

. 2 -  -~ . .  . ~ .  ~ . . .  . .  . .  

. .  . .: ., 

These instructions apply to al l  prior and future accumulations of the series. 

Remmmendations in para- 
graph 12 are approved. 
(If disvprov&,attad, lerrer 


